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BERKELEY LAB

These panels provide users with an introduction into the PeopleSoft eProcurement 8 system. Requisitions will be entered
and linked via processes into Purchase Orders.

1. Assembile all the documentation for the requisition.

Login 2. 1. Login to the PeopleSoft ver. 8 eProcurement system and prepare to
create a requisition
Navigation 3. Follow the 2. Navigation into ePro8.

I

4. Select Create 3. Requisitions from the panel selections available.

5. Within the Create Requisitions, you will be able to create requisitions by
browsing or searching company and external catalogs & cancel
requisitions.

. You will need to select the Business Unit "LBNL", and as the "Preparer"”
you will have to enter the 4. Requester's name.

Create a Requisition

7. Add the 5. Defaults to the requisition, enter the 6. Requisition Type, and if
Applicable, enter the Requisition Title

1L

Requisition Line
Information

8. Add the 7. details for each item being requested for purchase.

9. If you have more than one item on the requisition, click the “Special
Request” button.

10. Restricted Items must conform to the 8. LBNL policies.

11. Once complete you can either 9. Save for Later or Save and Submit.

12. Should you need to create a 10. Sole Source requisition.
13. Click on the Comments icon to add 11. Attachments.
13. After you’ve uploaded your file you are complete.

Sole Source, Comments
and Attachments

L

Adding Multiple
Distributions

15. Added 12. multiple distribution lines will be used for Project ID’s, Cost
Distributions, and Ship To info.

O v VI VARV
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Step 1: Login

+« Launch Internet Explorer (IE)
o Log into eProcurement 8 via the link of epro/EPROTRN
o Note: If your workstation is not set up with Internet Explorer contact the Help Desk (4357).
»  Enter the login name as directed by instructor (UPPERCASE only)

» Password is the same as Login (UPPERCASE only)

3 PeopleSoft 8 Sign-in - Microsoft Internet Explorer

J File Edit “iews Fawortes Tools Help |

= =
= s 0 | R G @S
Back Eanward Stop Refresh Hame Search Favorites  History Print Discuss
| Address |@ hittps: £ /stargate. bl gov: 8443/ servlets ficlentserdet/E PROVAL fPermd=login ~| @6 |J Links &]EPROSVAL Signin 4&]EPROZ DEY Signin  **
Language: Enaglish Espafiol Frangais

ltaliano Deutsch Erancais du Canada
BF:E Porugués Mederlands
BT Svenska

User ID: I.JJEIE'I‘I'EN
Password: ||

CUSTOMERS - EMPLOVEES - SUPPLIERS

@ 2000 FeopleSoft Incorporated. All rights reserved. People power the internet: W
P - AT =

» S EX =
& |18 [ irtemet P
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Step 2: Navigation

eProcurement
eProcurement Home

Start

48 4 4 8

eProcurement Home

/2§ eProcurement Home - Microsoft Intemet Explorer

~
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BERKELEY LAB

Fle Edt Yiew Favoites Iock Help

[_[=]x]

= s 2 # EZ )
Back Eonwer iz Stop Refresh  Home Search Favortes  Media

Address IEJ https://stargate. bl gow: 8443/ cerviets/iclientservlet/EPROBOX/ Pemd=startk:

=] @to [Links >

Home = eProcurement = eProcuremnent Home = Start

& Email Requisition [a Start
D eFrocurament Homa

elrocurement Home

30f23
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Step 3: Select Function

= Create Requisition

4} eProcurement Home - Microsolt Internet Explorer
Fie Edt View Favories Tool Heln |
=00 A N
Back  [owed  Stop Rerksh  Home | Search Favortes Meda  History | Mail G,
Address [&) hitps //stargate Iolgo sanaj\sewletsf.ahenlsewlet/EPHDBDxncmdﬂtan& | @t ‘ Links
o
€ Home
Home = eProcurement = eProcurernent Norme = Start » eP Home e Window =
eProcurement Homepa ohn Speros
Create Requisition
Create a new recuisiion by krowsing ar
searching company and extemal
cetalogs
//% Wanage Requisitions bty Profile
ga Fovew existing requisilons, et view Modiy infarmetion sbout yourself and
their status, cancel, receive, and return wour personal preferences
to wencior
First [ 1011 ]
Due Date  Destription Status oo
& |5 @ Intemet 4
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Step 4:

Enter the Requester

» If LBNL is not defaulted in as the Business Unit then enter LBNL.

» Verify that the Requester ID is correct (from your operator defaults)

> Click on the OK button

50f23

1asoft Intemnet Explorer

File  Edt Wiew T Help

O ] A
Back o Stop  Refresh  Home
Address |ﬁj hitps: //stargate. bl gov: 8443 /serviets ficlientserviet/E PROBOX/ ?omd=starti

B3 o

Mail Print Ed

e T -

Search Favortes  Media  History

e window =

Home = eProcurement = Main Menu = Requests = Req Entry

New Requisition

‘Business Unit: [ LBNL Q)
Requester ID: [JPSPEROS @

Name: John Speros

8 | intemet

=l

€] Done \

= Utilize the “ Requester Lookup ID” ﬂ icon to find the specific requester’s name.

The Lookup Requester ID panel will be displayed.
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/Z} New Req Entiy - Microsoft Internet Explorer Mi=1E3
Fle Edit Yiew Favoites Tooks Help |
3 ="
. . R = R |
Back  Fowmd  Stop  Refesh  Homs | Seach Favoites Meds  Histoy | Mal  Pint  Fof
Address [{€] htps://stargate. bl.gov:8443/servIets/iclientservlet/EPROBOX/ Pomd-=statt ] 6o [ Links >
=

@ Home

Home = eProcurerment = Main Menu = Reguests = Req Entry [l Wi 0 Ot

Lookup Requester ID
Search By | Marme hd

MName: |CLA

Advanced Lookup

Search Results

16 of B

on37az JSClare@ibl.gov

Clark,David J 168740 DJClarkgibl gow
Clark,Roderick b 45501 RMClarki@lbl gov

Clatterbuck,David M 001451 DMClatterbuckglbl.aow
Claude Scotto-di-Perta CBSCOTTO chscotto-di-perta@lbl.uoy
ClausnitzerEvelyn L 800094 ELClausnizeri@lhl.gov

& [ 2 @ intemet 7

» Inthe “Search ID” field, change the value to “Name”.

» Key in lookup value and click the “Lookup” button. All values beginning with your search value will be
returned.

»  Select the name by clicking on the link and the value will be forwarded to “New Requisition” panel.

6 of 23
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Step 5: Enter the Requisition Defaults

» Select a Vendor Name’s or leave blank and have the buyer select one.

= Jfa Vendor’s name is not on the list, add the Vendor’s name, Phone Number, and contact in the Comments
section for the buyer.

» Verify that the Buyer Name is correct (from your operator defaults)

» Verify that the Ship To Address & Location is correct (from the Requester defaults). The default will be
applicable to all requisition lines.

» Enter the Expected Due Date
» Enter the Approver Name

Fle Edt View Favoites T
L2 9
Back  Fomard  Stop  Refresh  Home
Address [ 2] hitps: stargate bl gow 8443/servlets/iclientservlet EFROBOX, Temdsstartt: =] @6 ‘Lmks »

Q [H P @B I

Search Favortes  Media  History Mail Pririt Edit

" =l

rﬁmDefaunj  Override r

Vendor: | =)

wendor Lookup  One Time Address
Buyer: JJBETTEN Q)

Ship To: 063-0160 LBMNL MAIN RECEIVMIMNG

Location:  [337 Berkeley Tower
Due Date: [051502 By
‘Approver: [JPSPEROS =Y

™ Extended Term Agreement
Certifier:
PrevPO: Cert Type:

Begin I End I
Date: Date:

GL Unit:  LBNL

ProjectID:  |150150
ProjectyQ

Cancel @ —
€ Clickon the override radio bution to chaMsg vour user default values =l

&1 Done [ & [ mtemet

= Select a Certifier
= Create a Begin/End Date

= Any previous PO for this service

= Certifier Type

» Enter the Project ID or use the “Lookup Project ID” E icon.
» Click the OK button

7 of 23
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Step 6: Enter the Requisition Type

» Enter a Requisition Title (if applicable)
Note: The information in this field will replace the assigned requisition number.

» Click on the Special Request Link.

a Requizitions - Microsoft Internet Explorer

File Edit Yiew Favoiles Tools Help
- @ AT e \ F N = R |
= Edit

@ . =
Back Eonard Stop Refresh  Home Search  Favorite: Media Histarny Mail Print

Address [&] ttps://stargate bl gov: 8443/ servlets iclientservlet/E PROB 0/ ond=starli

:.:L?]

=21

=] @B [Links >

£ Home

Home = eProcurement = Main henu = Reguests = PV Requisitions e Wind oy

Requisition for: John Speros
CategorigsiRestricted Edit Defaults

Reason:

Requisition Title: I

Special

5] Search Eawvorite ftem
- Catalog w Items Templates Redquest

Requisition Summary

Click "Search Catalog™ to begin your requisition.

To add an iterm to this Reguisition, click one of the options on the menu above YWhen you are
dane adding items, clicking the 'theckout' button will return you back to this page to save your

o
Regquigition
eProcurernent Home Create New Requisition Manane Reguisitions

T[S @ ntemet

|&] Done
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Enter the Special Request Type

» Click the Next button

2} Requisitions - Microsoft Internet Explorer [_[5]x]

File Edt ‘iew Favortes Took Help ‘
3 =
- o AT e [ R BNNEs E|
Back Foward Stop  Refiesh  Home Search Favortes  Media  History tail Print EF
Address [{&] hups.//stargate. Hl.gov: 844 lets /i let/EPROBO3/ Pemd-=starth =] @Ba |unks =
=30
Home » eProcurement > Main Meny > Requests » PV Blew Windove =
Special Request
Selectthe type of itern you would like to arder below:
 Goods
Mext
& [ [ inemet

90f23
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Step 7: Enter the Requisition Details

Enter a Description of the Item or Service being requested.
Enter a Quantity, Price

Select the Unit of Measure and Category.

Due Date will default from the defaults panel.

YV V V V VY

Enter any Comments (if applicable) , within this area the user will include the suggested vendor previously
mentioned.

As the Preparer you can check who will be have access to the comments.

Click on the Add Item button

v v

4} Requisitions - Microsoft Internet Explorer

File Edit ‘“iew Favaortes Toolz  Help ‘ﬁ

3 ="
= o= 3 AT = BE= < R B Ee E|
Back Fanwerd Stop Refresh  Home Seach Favortes Media  History b ail Print Edit
Address I@ hitps: /stargate. bl gov: 844 3/ servietsdiclientserviet/EPR OB O/ Pomd=start ﬂ # Go ‘Links ®
—
S Sign Out
Haore = gProcurerment = Main Menu = Reguests = PV Requisitions Plew Wind o s

Special Request - Goods

Description: Categaries/Restricted
WORKSTATIONS =
‘Oty: ‘Price: Unit of Measure: Category:
|5 |150 Each LI |CnmputerHardware LI
Vendor . 1or 1 ook Due Date:
: |05m 5iz002 [
Comment Text:
COMMENTS ARE HERE :I
Cancel :I7 SendtoVendor: ¥ Shown atVoucher ¥ Shown at Receipt ) add tem
|
=] ’_ ’_E o Intenet

NOTE: If the description contains in excess of 254 characters, the user can use the comments field to complete the
description. If you use the field for this purpose, you will have to check all the boxes for viewing.
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Step 8: Restricted Items Purchases

»  All requisitions for restricted items have to follow the LBNL guidelines. By selecting a restricted item
category from the list, the item will be routed to EH&S for approval or an email notification. A pop-up
window will warn the user when the Item Category is a “Restricted” item.

= LBNL Maintains a Restricted Item list which can be view on the LBNL website.

= The chemicals and materials on the list are either dangerous to people or harmful to the environment and are
regulated by Federal, DOE, State, or LBNL.

= These items are restricted but not prohibited from being purchased. The laboratory needs to ensure that the proper
controls and authorizations are in place before the items are purchased. This is a Line Management responsibility.

= EH&S should be consulted before purchasing restricted items.

= Some substances/equipment require approval before purchase. The eProcurement Categories List indicates which
ones require EH&S approval and which ones require EH&S notification.

= The requisition should contain all contact names and phone numbers to call in any case.

=  When you submit a requisition for a Restricted Item, you are acknowledging the you have followed the rules
regarding its purchase.

Within the ePro8 system a link is provided to allow the user Item Category definitions, within this database,
Restricted item definitions along with contact names are given.

11 0f23
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Within the ePro8 system a link is provided to allow the user Item Category definitions, within this
database, Restricted item definitions along with contact names are given.

2 eProcurement Item Categories List - Microsoft Internet Explorer

- [Of ]
Fle Edi View Favoites Took Help |ﬁ

y = =
L S e R I B = I [« R e = B
BEch Frarard Stop  Refresh  Home Search Favortes  Media  History Mail Piint Edit
Addtess [&] hitp:/procurement Ibl gov /categaries. HTM ~| @6e |Links »
eProcurement Item Categories List
Refer to the links on this list for further information on restricted and other items. Ttems in red may pose environmental, health, or safety risks and require special
notificationsfapprovals and precautions
- Contact for iyt
- Short Name Links for further Authorization
Category Description " further
{PeopleSoft) Information Notification Note —
Architect-Engineer Arch-Engr
Services
Biological Agents Bio-Agent Restricted [term List Paul Blodaett Biological Use
Authorization
Binsafety Plan (Institutional
Binsafety
P 3000 Chut & Commitiee)
Binsafety Cahinets Bio-Cabnt Restricted ltem List Paul Blodgett
Biosafety Flan
Building Materials Bldg-Matrl
Chemical Storage Chem-Cabnt Restricted ltem List Larry McLouth
Cabinet
Chermical Hygiene Flan
Chemicals, Non- Chem-Non-R
Restricted
Chemicals, Restricted Chem-Rstr Restricted Itern List Larry McLouth Activity Hazard
Document
Peroxide Forming
Chermnical List
Chermical Hygiene Flan
Pub 3000 Chpt. B
Clothing Clothing
Camnnter CPLI Comn.CPLI ]
& 1 e v

When the user saves the requisition, they will receive a warning pop-up panel showing that they’ve
selected a restricted item.

2 Requisitions - Microsoft Internet Explorer [BEE]
.','

Bl Edit Yew Favortes Took Help

Qe - © ¥ & & /"JEEamh ¢ Favories @ veda ) Y= J P 'E/‘j

Address Ej https:/fstargate. lbl. gov:B443)ser viets iclent servlat JEPROBOX | ?emd=st arté V‘ Go

& Home

Horne = eProcurement = Main Menu = Reguests = PY isitiy Mew Window

'arning -- You have chosen to purchase material which has potential to harm people or the environment. (32767 1)

‘ou have chosen to purchase material which has potential to harm people or the ervironment The procurement and use of this material is governed by Federal, DOE, state, local, or
Lahoratary requirements. Use of this material must be done with the apprapriate contrals andjor authorizations. The request will either be processed and the apprapriate party at the
Lab will ke notified or the requestwill not be processed until approved by EH&S. A Laboratory work authorization may be needed. Refer o hitp:fprocurement lbl.govicategaries.him for
epecific requirements for the treatment of these categories. By submitting this requisition, the requester or the originator acknowledges the potential harm associsted with the material
and is both aware of the requirements governing their procurement and use and will abide by them

@] Done D B meermet

The preparer must acknowledge the receipt of this warning by clicking on the OK button. Once accepted
the requisition will be saved and a number will be assigned. When the requisition is submitted, EH&S
will either be notified via email or be required to approve the request before the request is sent to
purchasing.
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Step 9: Save for Later or Submit Requisition

» Once you are complete with the requisitions and no other work needs to be added. You can either “Save and
Submit” the requisition for approval and further processing or “Save for Later”. The Save for Later function
allows you to save the requisition with a specific number to lookup and edit at a future time.

3 Requisitions - Microsoft Internet Explorer
| Ele Edt View Favoiles Took Hep ‘
3 =
@ .+ @ AT D= R NS TR O B
Back Fonard Stop Rehesh Home Search  Faworites  History Mail Size Print Edit Messenger
| Aderess [@] i #stargate.Ibl.gov 8080/ serviets iclientserviet EPRODEV  Pomid=stat x| @6 |j Lirks *
& Home 4 Help
Horne = eProcurement = Main Meny = Reguests = PV Requisitions e Wi doy =
Saved
Requisition for: James Bettencourt
CategariesiRestricted Edit Defaults
Reguisition Title: [1000000238 I Sole Source Flag ~ Reason:
7 Just Attachmnt
; g Search Favorite tem £ Special
& Cataloy ltemns Templates i Reguest
Requisition Summary
o Use " .
Description ay oo Price Unit
Requistion for a compute in the Life ,_ =i
Sciences Department I ] 90000 UED Eerb FE EI
Save for Save and Submit
Later Requisition has heen saved and assigned ID number: 0000000235,
. This Requisition has heen submitted to the approval process.
gProcurement Home Greale New Requisition Manage Requisitions -
|&] Dore

[ | ntemet
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Step 9: Summary Page

» Once you’ve reached this panel you have the option of clicking the “Save and Submit” button to complete
the requisition. Should there be a requirement to add File Attachments you will need to click on the
Comments icon.

/3 Requisitions - Microsoft Internet Explorer

File Edt Visw Faveites Took Help | ¥
3 =
.o 9 w NG @ @ 3B S
Back Eonyerd] Stop  Refresh  Home arch  Favorites  Media  History Mail Print EHi
Adehess [{€] hwtps: ¢ /siangate Ibl gow8443/semvets/icientserlet g PROBIN/ 7omd=stant ~| @to \ Links >
f\\”
} € Home 3 Sign Out
Home = eProcurernent = Main Menu » Reguests = PV R Dlew Window: =
Requisition for: John Speros
Categoridg/Restricled  Edit Defaults
I Just Attachmnt
e Seaich Eavorite tem = Special
¥ Catalog W hems Templates i Request
Requisition Summary Vi A
- Use - _
Description L - Price Unit
1 WORKSTATIONS 5 r 150.00 USD Each &8
Justificatio Total Amt: 750.00 USD
I~ Mark As Template | Save For Later | | Save and Submit |
To add an itern {0 this Reguisition, click one of the options on the menu above. When you are
6 done adding iteme, clicking the ‘theckout' button will returm you back to this page o save your
Requisition
eProcurement Home Create Mew Requisition Manage Reguisitions B
& [T 8 [ nemet

Use of this Icon will allow you to edit/update Ship To

(-5 information. You will also be able to access the
distribution panel.
The distribution panel will allow you to create multiple
5_

= distributions where you can change Project ID’s or add
lines for serialization.
Adding “One-Time Addresses”

Delete 1 Line

HE

[ +] Add 1 Line
= Line Detail Information for the requisition line items
Comments Panel

2 Special To add an item to this Requisition, click “Special Request” on
“F reoes the menu.
. When you are done adding items, click on the “Save and
Save and Submit | e L
Submit” button to create a requisition.

14 of 23
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Step 10: Sole Source Items

Whenever you have an item on your requisition that is a sole sourced item. You will check the “Sole
Sourced” link, which will access the “Sole Source” menu. Selecting the “Sole Source Form” you can
complete the “Berkeley Lab Justification for Sole Source or Intra-University Transaction” form save and
attach it to the requisition using the electronic file attachment.

2} Requisitions - Microsoft Internet Explarer

File Edt View Favoites ook Help

BERKELEY LAB

frfrr0e0nr

~

- [o[x]
‘ &

S < R |

Back Fomward Stop  Refiesh  Home

a &

Search Favoites  Media

=

il Print

History

i

Address [{&] htps./stargate. Ibl gov-8443/ servlets/iclintserviet/EPOBON/ 7emd=starti

]| @50 | Links >

Home = eProcurement = Main Menu = Requests » PV

Requisition for: John Speros

Categar

™ Just Attachmnt

Es]  Search Favorite
& Catalog w tems
Requisition Summary

Description Oty Illlfizrd

- r

Price

160.00 USD

1 WORKETATIONS

Total Amt: 75
™ Mark As Template _Save For Lat

qorias/A B
Requisition Title: ﬁSoIeSourceFlag Reason: Q)

ttem pech
@ Templates i Request

£ Home

Be Edit Defaults

Unit

Each &3 B @[]

a0 USD
er | | save ana submit |

To add an itern {0 this Reguisition, click one of the options on the me
O done adding itemns, clicking the ‘checkout' buttan will return you back
Requisition.

nu ahove. When you are
o this page to save your

Tl i Wi

S Sign Out

eProcurement Home

Create Mew Requisition

Manage Requisitions

NEE

& T

|5 [ Intemet

Using the tables, select the value that is applicable for this requisition:

Typical Requisitions

< 25K

Nothing is Required

25K - 100K

Check Sole Source box and select a reason.

> 100K

Check Sole Source box and attach
Justification Form

IUT (Intra-University Transactions — UC)

< 25K

Nothing is Required

> 25K

Check Sole Source box and attach
Justification Form

M&O (DOE Management & Operating Contractors)

Any amount

Check Sole Source box and attach
Justification Form

15 0f23
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Select a reason from the Table. |1_|Uniuue Capabilit

[10 [other

2 |[Compatibility with equipment
EICDntinued Dewelop or enhance

4 [Unusual or compelling urgency
5 [Industrial Mohilization
Elﬂuthnrized or req'd by statute
Ellnternatinnal Adreerment

8 [Leaderin Field

|ﬂ_|Natiunal S Uity

Should you require adding the “Justification Form” click on the comments icon to access the panel?

4} Requisitions - Microsoft Internet Explorer

File  Edit View Faveites Tooks Help ‘

Gd @ o8

Seaich Favertes Media  Histo

Mail Prirt Edif

S G
Back  fowed St Refiesh  Home

~

Address [&) hitps/stargate Il gow: 8443/ serviets iclientservlet/EPROBLRS Tomd=startt,

=] oo | Links »

& Home

Home » eProcurement » Main Meny = Requests » PV isitit Dl Window

Requisition for: John Speros
Categories/Restricted Edit Defaulls

Requisition Title: ¥ Sole SourceFlag  Reason: [z | Q

= Just Attachmnt

g Search Eavorite ltem ry Special
& Catalog w Hems Templates i Request

Requisition Summary

Use
Pcard

1 WORKESTATIONS B r
Total Ami,
™ Mark As Template Save For Later | Save and Submit |

Description Oty Price Unit

150.00 USD Each & B

76000 USD

To add an item to this Requisition, click one ofthe options on the menu above. When you are
0 done adding itemns, clicking the ‘checkout’ button will return you back to this page to save your
Reguisition

£Procurernent Home Create New Reguisition Manage Requisitions

2 Sigh Out

[&bore [ [ (5 @ ntemet
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=S Q G @ 3 E =
Back Femward Stop  Refiesh  Home Search Favortes  Media  History Mail Prirt Edif
Address |ﬂj https: #/stargate. Ibl gow: 8443/ serviets ficlientserviet /E PROB O/ Pemd=start j & Go ‘ Links **
=l
Home > eProcurernent » Main Menu » Reguests = PV ey Wind o
Line Comments
Line Description Quantity Unit Price
1 WIDRKSTATION 15.0000  Each 50.00000 USD
Add Attachment
] | [ (5 4 tntemet Z

Select the Sole Source link. /

Click on the Sole Source Link and complete the “Justification Form”.

crosoft Internet Explorer

=13
Favoites Tools Help ﬁ
3 ="
- s D | A @ BB O OF
Fak  Fowed  Stop  Refesh  Homs | Seach Favoites Meds  Histoy | Mal  Print  Edit
Address [{€] htp: /procurement Ibl gov/SOLESOURCE.HTM

] 6o [ Links >

Sole Source

Awritten sole-source justification s required for all sole-source subcontracts exceeding $100,000 where only one wvendor will be considered
S 1 for a subcontract. For requests from $25,000-$100,000, just select a sole source reason in the Sole Source Reason box
ole
bt e p(he Sole Source Form, fill in the form, and attach it to your PeopleSoft requisition.
Source

L, k For assistance on completing the form, go to the appropriate link below:
mn

General goods and services

Research & Development

Further information appears in Laboratory Procurement Standard Practice 6.2

[&] Dene

NEE

[T [ ntemet
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Sole Source Form

5 http://pracurement. Ibl. gov/sole.1tf - Microsoft Internet Explorer

Fie Edt View lnstt Fomst Tooks Tabs Go  Faverss  Help |
L B o] [E4-
Back  fowsd | Swop  Pehesh  Home | Geach Favorles Medi  Mistow | Todk  Mal Pt Edt Disuss
Addhess [ @) htp. /2procuement bl gov/sole ~| PG ‘ Lirks >
—— = =

I S R I - B AR B - S A A S AR A

BERKELEY LAB JUSTIFICATION FOR SOLE SOURCE PROCUREMENT
or INTRA-UNIVERSITY TRANSACTION

N I Complete and submit this form with the requisition when the total estimated cost is over $100,000 and it appears to bea
- sole source. This form is also used when r ing pr from the Uni ity of G ia over $25,000.

. A. Fillin data for the procurement:

1. Requisition Number: 4. Program and Project
- 2. Account Number: 4. Personin charge:
3. Estimated Cost/Price: 6. Estimated delivery time

or period of performance

B. Check reason(s) for sole source:

. [1 1. Unigue capahility, expertise, facilties, or equipment [ 6. | Authorized or recuired by statute. (Please identify
- that no other source can provide to satisfy the the statute and explain ts effect in an attachment
- Lahoratory's recuirements ar space below.)
[1 2. Standardization of parts and/or compatibility with [1 7. | Intermnational agreement.

existing equipment.
” [ 1 3. Folow-onworkfor continued development or [] B. | Identified source is acknowledged to be the leader
. enhancement of goods or services and it is likely that in its field of expertise as demonstrated in
B award to a source other than the incumbent reputable and valid literature, symposia
- subcortractor would result in substantial duplication of presentations, etc. (Normally appropriate in

costs that would nat be recovered or wolld cause subcortracting for research and development but

unacceptable delays in fulfilling program needs not goods and services

[1 4. unusualor compeling Urgency (Le the necesstyto | [ | 9. | National Securty or punlic interest

shorten procurement cycle time to meet milestone )
dates established by a govemment agency) o
[1 & Inoustrial moblization or engineenng, developrment, [ 1 10. Other: (Please explain.) =
1| uuuuuuuuu T L4
[ [ | |4 UrknownZone 4

Once the attachment has been loaded the panel will look like this. Check the “Justification Attachment Flag” box
before you click OK.

saft Internet Exp

w  Favoites

G, = g B 3 B =
Back Foward| Stop Fefiesh  Home Search Favortes  Media History Mail Edif
Address |Ej hitps: //stargate. Ibl gov: 8443/ servlets ficlisntserviet/E PROBOK/ Pemd=starth ;j/(«> Go \ Links >

Home = eProcurement = Main Menu = Requests » PV

Line Comments

Line Desci

on Quantity Unit Price

1 WORKSTATIONS 50000 Each 150.00000 USD
["** There is an EPRO attachment for this item. = ;I

Sole Source Link

Justification Attachment Flag
r

Attached File
1 sole.df

Send to Vendor

r =1

@1Dare 13 @ et v
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Once the file has been attached the “Summary Page” will appear with a check in the “Just Attachment”

3 Requisitions - Microsoft Internet Explorer
File Edit Miew Favoites Toos Help
&, =S L .
Back Forar Stop  Refresh  Home Seaich Favoites Media  History Mail A
Address [{€] htps://stargate. bl.gov:8443/servIets/iclientservlet/EPROBOX/ Pomd-=statt = @B |L|nks =
o
L
@ Home
Homg = gProcutsment = Main Menu = Reguests = PV Mew Window =
Requisition for: John Speros
Requisition Title: ¥ Sole Source Flag
¥ Just Attachmnt
a] Search Favorite

Catalog w tems
Requi

i Use " .

Description aty Peard Price Unit
1 VWORKSTATION 5 (] 15000 USD Each & B @ [=]
I™ Mark As Template | Save For Later | | Save and subrit |
To add an itemn to this Requisition, click one ofthe options on the menu above. When you are
e done adding iterns, clicking the 'checkout' button will return you back to this page to save your
Requisition o
eProcurernent Home Create Mew Requisition Manane Requisitions

& [ & @ ntenet >
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Step 11: Adding File Attachments

» Click on the Add Attachments button and you can browse and attach specific files to your requisitio
®  To add additional attachments repeat these steps.
= All attachments should be added to Line #1 only.

2} Requisitions - Microsoft Intemnet Explorer

File Edt Visw Favoites Tooks Help
b =
S S A= e - R e SR e |
Back Fongard Stop  Refresh  Home Search Favortes  Media  History Mail Prirt Edit
Adhess [{E] hitps: siargate. bl gov.8443/serviets icientseriet E PROBON/ Tomd=sart = @to \Lmks &
B @ Home 2 Help S Sign Out
Horme = gProcurement = Main Menu = Reguests = PV R Iew Window:
Line Comments
Line Description Quantity Unit
1 TESTING 10.0000  Each 150.00000 USD
COMMEMTS FOR THE DEPARTMENTS ;I
................... oK
Add Attachment
@& [ & 4 nemet

» The browser will allow you to search the database for files

/3 Requisitions - Microsoft Internet Explorer

Fle Edt Wiew Favoites Took Help | "
3 =
S A | A = @ B3| B S
Back  Fowend Stop  Refiesh  Home | Search Favoiles Media  Histo gt Pint  Ei.
Addiess [{€] htpe://stargate.Ibl.gov 8443/ serviets/iclientserviet/ EPROBON/ Zemd=stantt =] poo \Lm =
f\\”
) @ Home # Help S Sign Qut
deqy = Reguests = PV BRe€quisitions Mew Wwindowy
Birowse...
Upload Cancel
[&] Dene [ 12 @ ntemet
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Step 12: Adding multiple line distributions.

With this functionality you will have the ability to add lines to your distribution for several functions including
multiple distributions of Project ID’s, Cost Distributions, and Delivery Locations. From the Submit panel click on

the “Shipping Info” icon. \

2 Requisitions - Microsoft Internet Explorer
Fle Edit View Favoites Took Help |ﬁ
5 =
o : aQ e - G =@
Back Forward Stop  Refresh  Home Seaich Favoites Media  Histoy Mail Print EHiE
Addhess [E) htps://stagate. bl goviB443/serviets/iclientservisVEPROBUX/ Zemd=starth ] oo | Links 7,
& Hame
Home = eProcurement = Main Menu » Requests » PV Mew Windw =
Requisition for: John Speros
Cateqoriss/Restricted Edit Defaults
Requisition Title: T sole Soiirce Flag Reasom:
7 Just Attachmnt
L] Search Eavorite ltem 'y Special
I Catalog tems Templates i Request
Description Oty Use Price
PCard
1 IBMWORKSTATIONS 5 [ 1,000.00 USD Eack @ =]
Total Ami: 5, 0 Usw
™ Mark As Template Save For Later | Save and Submit |
Toadd an itern to this Reguisition, click one of the options on the menu above. YWhen you are
€@  done adding iterms, clicking the ‘checkout' button will return you back to this page to save your
Requisition.
ePracurement Home Create New Requisition Manare Requisitions
(&) |5 [ Intemet 7

On the Shipping Information panel click on the “Cost Distribution Information” icon.

2} Requisitions - Microsoft Internet Explorer

File Edt Wiew Favoites Iook Help
S

Back Forar Stop  Refiesh  Hame
Address |ej hitps: //stargate. Ibl. gov: 8443/ serviets/iclientservlet/E PROBOX/ Pomd=starti

Mail Fiint Edit:

Seach Favoites Media  Histo

= oo | Links >

€ Home > Sign Out

Dlew Windaw

Home = gProcurement = Main Meny = Requests = PV

Shipping Information ¥ averride Suggested Vender
=

Line Description Quantity Unit Price
4.0000  Each 1,000.00000 USD

IBMWORKSTATIONS

1
Shipping Information < [ 1m0 (] =)
‘Ship To Location Attention Quantity  Due Date

06g-0150 Q) [JahnSperas [5.0000  [osizazo02 ) 5,000.0d

Beturn to Reguisition Sumrmary
To change accounting [ cost distribution information click the 19 iton on on the line you wish
1o update

|5 [ Internet v

/&] Done
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BERKELEY LAB

On the Distribution Information panel, the Preparer will add additional distribution lines to the

requisition.

icrasoft Internet Explorer

E
Fle Edit View Favoites Tools Help ‘i

S S R A I == e < R B Fs
Back  Fowed | Stp  Relesh  Home | Seswch Fovoilss Meda  Hstoy | Mol

59 =

Print BRI

Address [E] hitps:/stargate bl gow84d et/EPROBOX/Zemd

=] @50 | Links >

Home = eProcurement = Main Menu » Reguests » PV

Distribution Information

1 |BM WORKSTATIONS 5.0000 Each 1,000.00000 uso
Line Sched Num Ship To Quantity  Due Date Total
1 1 LBMNL RECY 40000 09252002 4,000.00 USD

[Cost Distribution

Percent Quantity

1 100.0000 [5.0000
GL Unit Account Department Project ID:
LBNL 614010 Fa 150150 al
‘Location Code Froject
937 4 Enterassatinm.

Fund Code MARS Code B +R Classification
WA PLANT 38KG01000

Return to previous main panel

Mew Window

[&] Done

| O # Intemet 4

Clicking on the “+” button you can add lines.

Clicking on the “View All” button, you will access all the

lines and can distribute the items correctly. If you need to change the project ID for the items, you can

update that information on this panel as well.

3 Reauisitio

Ele Edt Yiew Favoites Ieck Help

icrosoft Internet Explorer

3 =
L > Q &= = N AR
Back Faonward Stop  Refresh  Home Search Favortes  Media  History Mail Prirt Edit
Agdress hiips //stargate.Ibl.gov: 844 OB/ | @te | Links
=\
1 IBMWORKETATIONS 5.0000  Each 1,000.00000 ush ;I
Line Sched Num Ship To Quantity  Due Date Total
1 1 LBMNL RECY 60000  05i25/2002 6,00000 USD
[ov =l r
5 [} -
Line Percent Quantity =1
1 [20.0000 [1.0000
GL Unit Account Department
LBNL 614010 FA
“Location Code Project
937 Q] Enter Assstinfo, o
Fund Code MARS Code B +R Classification
WA PLANT 39KG01000
Line Percent Quantity EI
2 20.0000 [1.0000
GL Unit Accoumt Department
LBNL 614010 FA
‘Location Code Project
937 Q) EnterAssetint
Fund Code MARS Code B +R Classification
WA PLANT 38KG01000
— |
& [T & @ Intemet v
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When you complete the distribution, return to the main panel and click on “Save and Submit”. If you need to look
at your requisition, access Manage Requisitions and open the requisition up for the Line Distribution.

7J req detail summary - Microsoft Intemnet Explorer _[Olx]
File Edt View Favoites Took Help |i

P A la @ @ @B 59 =5
Back Forinard Stop  Refresh  Home Search Favoites  Media  History Mail Fiint Edit:
Addrese |@ hitps: //stargate. Ibl. gov- 844 3/servlets iclientserylet /EPROBOX, Zemd=starth = oo ‘ Links >
Oper. Unit IN Unit Loc Affiliate Activity % Dist. Total
837 20 1000
Distrib. Line GL Unit Acct Dept Project Oty
2 LBNL 614010 FA 150150 1
Fund Code Program Class Budget Period _ Entry Event
837 20 1000
Distrib. Line GL Unit Acct Dept Project aty
3 LBNL 614010 FA 150150 1
Fund Code Program Class Budget Period _ Entry Event
837 20 1000
Distrib. Line GL Unit Acct Dept Project aty
4 LBNL 614010 FA 150150 1
Fund Code Program Class Budget Period _ Entry Event
337 20 1000
Distrib. Line GL Unit Acct Dept Project aty
5 LBNL 614010 FA 150150 1
Fund Code Program Class Budget Period _ Entry Event

o
k-]
1
s
S
)

IN Unit Loc Affiliate Activity % Dist. Total
20 1000

@
&
3

Total Amount: 5000.000

Return to Previous Page  Heturn o Hequisiion Manages

SR

& 8 [
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